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b. [0 Dispose of prasnt sccumulation; no further accumuiation snncnosmd.\ ) B I, ! Toemoomenn e
e. K Amend Application No. ___.74-162.___ ___ Check One: K Change; [ Superesce; [ void
T4 Dewsot Series | 6. Records Series Title Hollowsd by titie ussd in office; i diffsrsnt] i
Eariwst Latest
1919 lcontinui ng ! Certificate of Live Birth Files e
6. Division and Offxce Function What is the function of tha Division and tha Office in which this record series is created?
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-~diagnosis and control of diseases; the monitoring of supplies of drinking water; and the
daily State-wide program of registration, tatistical coding, certification, preServation of

8. Monthly Raterence Rate = - How oftin are records re‘arrao *0 which are:

The Division of Public Health, through the leadership of the Director, is responsible for the

administration, direction, and coordination of the public health programs throughout Georgia.
This is accomplished by the establishment of health standards for business, housing and field
operations; the improvement of the physical and dental health of adults and children; the

rcertificates for births, marriages,- divorces annulments of marriages, and deaths that occur
-each year in the State, -+ - , - - . e I, . .
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-The Vital Records Section has the responsibility to provide ser{viceS for the registration,

statistical coding, certification, and preservation of recorch of ‘birth, death, fetal death,
marriage divorce, anoulments of marriage, adoptions and legitimation of births which occur
v each year within the State. ... .- .. ]
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Records Seres Description - - This file containg tha fouowmg documents [m..!ude form nu-nben md titles, i any} Attacn @ pras of the f "o
Doguménts ‘relating 10} the registration of live~ infant births in ‘the State,. '
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-mwceé' are” Form 3901 (Certificlté of Live Birf:'h) _ai'xd Forn 3923 (Amendmgnt to Correct Errors -
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The file is arranged : alphabetically by county; thereunder numerically by the International
Birth Number,which is assigned monthly.
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. Ona to b months oid __ 300 daily. Sean ™ twelve menths oid _8ame - Thirtean to twenty-four months old _same .
‘fwentyfive months and older -Aame ____ ? S

Annuai Rae of Accumauiation of Records

Leteregize dravart — lassigizedrenars . ___; Shelvwes .. _ ; Other {Specify) .30 cubic feet .
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{  a. ls this the official copy of the saries?

X i j if not, whars s it? ~ - i
e _ — . VP
= . Does the mries conmn confidential informatien reGuUITIiNgG CUrity -und'mg? If Y3, Citd 8w O "i-gL.IB‘UDh . .
X Ga, Code Annotated Part 2 Section 2 Title 31 Chapter 10-#31-10-25 = " _
| X e. Wthisavitslmoord? Ga, Code Annotated Par LLSgct:Lon_Z_J‘_ij:le_u Chapter. 10- #31 -10-1_ (13}
X d. Dows this series have historica! or long tarm rstarch vlue? T o
8. When one or two documents in the file make it necaszary to kpen the enura tile for & Icng pemd could thes documents
X be wchaduled sparstaly? _ - . - i
N X f. lsthe m!ornutlon containad in n‘us_urlas &ver pg_btubgc_l?_ i yu rriach heopy. L o
g = the information contalned in this series sver analyzsd and/or recorced in a mmrr.n:ized report? co\rfer
X W ves, stach copy. o e
h. is thars & duplicstion of this s in your office, or in awother offics or agenw?
X | Mveswhan?  Coples sent to Local Custodians of Vital Records in each county  °’
X 1 1. 1a this series for 8 major portion of it) reguiarly microfilmed? o
__L X _L i Dcm the record sies resuit in 3 computer pnntout?A L . B o
11. Remntion Requirsmenn . Thw foliowing requires the serias to be kepe: ) )
Ga. Code Ann. Title 31 10 #31-10-25 (e '
a. Stats Law EP&&E&& # (e) d. Audit pericd —_—
b. Sutyts of limitsrion [ | ) 8 - s, Administrative nead — L YBATL
¢ Fadaml lew ——— e YRR ] f. Fecaral retantion insructions ___Ye=ry,
Artach copy or sxcerpt of taws or reguistions. Explein sdministrative need.
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_12. Approved Uiq:c—t_ition Instructions Thm agency nmmmends that the file saries bo cut off a1 the end of each: o
" KlCalencsr Year; 3 Fiscal Year; [JOther than,

(Certificate) - Cut off file at the end of each calendar year hold in current filea area 100year
then retire to State Archives for permanent retention.
Maintenance instructions- Microfilm certificate file in duplicate each month. Microfilm
certificate file, for preceeding calendar year, each July following cut -off; making two i
original rolls and one duplicate.
(Monthly Microfilm File)-(l) Send one original to National Center for Health Statistics, Dept.
Health and Human Services. (Note: If this microfilm is returned destroy.) (2) Keep one
original in Vital Records Office untill annual mierofilm is completed, then destroy. :
" (Annual Microfilm File)- (1) Retire one original to State Archives for permanent retention. ()]
Keep one original {in Vital Records Office,(security eopyﬁ - (3)Keep one duplicate copy in ™

it

. Vital Records Qffice (reference copy) untill no longer needed for reference, then destrov.
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i *Certificates (for every year since births have been registered( aré nseded frequently for

_ registering any amendments which are necessary to correct errors. Ga. Code, 31-10-23 =

requires that the original certificate be marked "Amended" with the date on which amended.
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h ceorgta  RECORDS DISPOSITION STANDAR RRCORDS WaRAGEMERT DIVIATON

1 ,Application Date ncrﬁu(‘rm?s_ See separate inefructione for completion of [} FOR RECORDS MANAGEMERT DIVISION USE ;
May 15, ].97‘4I I{pan: and rcu.rgg of g}u‘,.'f?,-»,_ Sign griginal and twe copies Date Recelved Application No. [l‘te'Colploled ]

27 Agency Application Ro. A at‘a’t‘!’far‘v&rd;lﬁ b;pcl"—h:}'lf ;f 'l.izgh?ujic ;n}‘ﬂ‘;;;or;f ‘til‘:‘l!‘;"l MAY 1 8 1»974 T 7q_ l‘.D?. "
M_DH—I_25 - Recorde Mansgement Officer. 7

3 RCERCY, Diviaton, Subdivision b Adwlnistering Office Address T L  Persen to 2

Department of Human Resources
Division of Physical Health

--¥ital Records Unit - Room 217-H , L ren
47 Trinity Avenue, 8, W, - Atlanta, Georgia 30334

7 :ACTION REQUESTE P

ESTABLISH DISPOSITION STANDARD _ [:l DISPOSE OF‘PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMU%ATE _No, FURTHER, ACCUMULATION ANTICIPATED

5 JVorking Title 6 tel.” An,

Director, Records 656-4750
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Whatfls the function of the office in which this record series is created?

The Division of Physical Health is responsible for the administration, direction and
coordination of thé Physical Health Programs in the State., These include, hut are nét"
limited to, health standards for businesses, housing, field operations, and hospitals
throughout the State; improvement of physical and dental health of adults and children,
and health of expectant mothers; administration of family planning and sterilization
programe; diagnosis and control of diseases; supervision of construction and licensure of
health facilities; and administration of the Cgncer Assistance Program.

The Vital Records Unit serves és custodian for records of birth, death, fetal death,
warriage, divorce, annulments of marriage, adoptions, legitimatioms, and public health and

medical data incidentaI thereto. [Ga. Code, Sect.:%B 1702 (a)] e e =7ffic. '
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X 11 This file contains the follow1ng documents (1nc1ude form numbers and tltles, if any, o~
( and file arrangement).: L - * =" WU

= Bocuments relating to the registratlon of 1ive infant births in the State,

k) -

7 Includéd axeiwgs 0AS(5)-1 (Certificate of Live Birth)

o 0AS(5)~23 (Amendment to Correct Errors on Certificate of Birth, ' &
Death, Marriage). g e
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The file is arranged alphabetically by county, and thereunder numerically by the
Intétnational Birth Number, which is assigned monthly. N -
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l . 12 . EQUIPMENT NCCHPTED Wo. of Dravers Cu. FL. of Rerords I . Bo. of Dravers "Tu. Ft. of Records
: L(ll;r--lte File Dr:\ruri . HRRuAL *;ITB or ACCU"ULATTOI 30 bd?‘:‘ets ' 30
! = In officela) In Storage Area{s} i
| Legal-site File Dravers Floor Space Octupled (square Feetr) e
| B - - . T B '
} = . T - Precedingfall P T
: RecOl‘.’d Center"; 1396 1396 : Average REferences ‘2:::l Y:I:El Ycir'l! T!l:l? a
 +| - _ - . type boxes . - Daily = 150 in pefson -
’ = 200 by mdfl L
o - = Yearly breakdown 1mp05%1b1e
Jogz: Ap-so-ma e AU é ' 4

L;;, | I ;, ;;""




%

) fMI#? a

) i : Hon . . - " " E - R == ‘_—_‘_-ﬂ
QUESTIONNAI RE Place an "x in the proper column. -If angwer is "YES, pleage expleln N - . JES Ng
13. Is this the Record Cop% of the series? . : . o Ix] T ]
14, Is there a duplication of thfs deries in another office or agency? . SRR B
Copies sent to Local Custodians of Vital Records in each county, Lo
15. Is the 1nformatlon contained in thls series ever summarized or published? i [ T#]
Attach copy of summary or publication. Statistical summary only. . .
16. Does the series contaln classified information requiring securlty handllng9 zeo gl 21 ]
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17. Does the series” 1n1t1ate, amend or terminate agency p011c1es and procedures” ST [']ii[x]
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18. Could the functlon be perfonned if the flles were lost or destroyed9 ' [ 1 [x
Sect, 88-1703 requires these be preserved. See Item 19. _
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? (%] [ ]
For issuance of certified copies, etc.
. d d D ? ., All Stat X
20 tDobetislaa.tt'flfo1'1rseCcorceser:llne S ig Y eie%a ¥ ai:setanf anmaEi'x?iafgele divorce, annulments (=] []
§Ratr age: S83°qaFa ¥ncidenta etet o -
21. Does the record series contaln‘doéumehtation produced a5 EDP printout? SIS B B ¥
22, Has the Federal Government issued 1nstructlons governlng the retentlon/dlspo— 1 [x
sition of these files? ="~ S e N
/For proof of birth and C1tizensh1p,“Soc1a1 Securlty and other benefits “in years ahead
23 wlll there be a need for these records 10, 15 years from’ now* If yes, what’ oo {x] [ ]
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2k, REQUTﬁEMENTS The follow1ng requlres the T{legﬁpo_be kept permahently.k{:;_;: j:? F;‘;L;

a.[x]STATE b.[]STATU'I'E OF  &7[]aUprT . { JFEDERAL & [ JADMINISTRATIVE “f. [ JHISTORTCAL -
LAaWw LIMITATION L PERIOD. LAW DECISION _ . VALUE | )
=5;_5 (Cite Lam,FStatute,‘Qk{ather reason’ fbr “the *rétention réqiirement) *”jfu_““'
Ga. Code, Section 86-1703 - ""The Department shall w . (6) permanently preserve the =
‘gertificates in a systematic manner and maint#in compreherigive indices of all births,
. deaths, marriages, divorces and annulmentg of marriages registered .-, o o
. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

: -olof each _ ~[BCATRNDAR YEAR . ~[1FJSCAL YEAR -[1OTHER _ . __ Lthen:
\ Certificate file - Cut off at the end of each CY; hold in CFA 70 years- =1

retire to Archives for permanent retention.
- Maintenance instructions = Microfilm certificate file in dupllcate .
each month, Microfilm in duplicate each CY of certificates in July
following cut-off.
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; Monthly microfilm file - (1) Send one copy to National. Center for Health
! Statlstlcs, Dept. of Health, Education,=afid Welfare, (2} Hold second

i copy in Vital Records Office and destroy when annual mlcrofllmlng is

,~  completed.
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Annual microfilm file = (1) Retire one copy to Archives for permanent.
" retention. (2) Keep one copy in Vital Records Office; destroy when obso-
lete, superseded, or no longer needed for reference. w»ﬁdwouub;wmugpj

éi;tlflcates (for every year since births have beén registered) are needed frequently

721
amendments which are necessary to correct errors, Ga, Code, Section 8
gg%&iggglgﬁa%HXhe orlglnai certificate be marzeg "Imended' with the date on’which amen &
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